CAROL WILFORD

527 Fox Hunt Circle 

Highlands Ranch, Colorado 80126 

cwilfor@aol.com

Cell (303) 507-2676

CAREER SUMMARY

· Six years of experience in Accounts Payable/Receivable in Oil and Gas Industry

· Ten years of experience as Assistant Vice President of Residential Real Estate Closings of major title insurance company

· Highly self-motivated professional that excels in fast-paced, time-sensitive  environment

· Efficient and competent in meeting job duties, with attention to details 
· Outstanding customer service skills 

· Proficient in Windows applications – Outlook

PROFESSIONAL EXPERIENCE
ACCOUNT PAYABLE/RECEIVABLE
J-W Measurement/J-W Energy 
7077 So Revere Pkwy, Centennial, Colorado

6/07 to present
Code and process invoices for Western Division of J-W Measurement-consisting of 12 cost centers 

Manage accounts payable and receivable/collections using QAD software system for J-W Measurement 
Audit and process expense reports for Managers, Staff members in Sales and Field Service
Set up Credit Accounts with vendors and negotiate credit net terms
Process invoices electronically in ADP and Oildex 

Exceed Monthly Age Report Goals for Receivables
Contacted customers for collection of any past due invoices
Assist other cost centers with overdue collections
Maintain Monthly Reports 

OFFICE MANAGER
Rocky Mountain Title 1667 Vine, Denver, Colorado 80206
3/97 to 11/05
Responsible for the interviewing, hiring, training, and work performance evaluation of office staff
Closed real estate and refinance closings 
Negotiated and processed potential escrow losses

Interfaced with customer development and problem solving

Administered company policies and procedures

Handled payroll administration 
REAL ESTATE CLOSER
North American Title 3515 South Tamarac Street, Denver, Colorado 

5/94 to 3/97 

Chicago Title of Colorado 7400 East Arapahoe Road, Englewood, Colorado 

3/90 to 12/93
Processed and closed real estate transactions,
Assisted realtors and lenders with documentation to clear title problems, Prepared HUD-l Closing Statements and supportive closing documentation, 
Attended closing appointments, assisted real estate brokers and lenders with negotiated problems, answered questions, and facilitated closing disbursements Presented Lenders Loan documents for signature and notary. Recorded legal documents in county records
Developed customer clientele with supportive relationship with new and existing clients,
Coordinated specific customers' closing programs

Modified and administered training procedures for closings
Closed 30 to 90 transactions per month
ASSISTANT VICE PRESIDENT

Land Title Guarantee Company, 3033 East 1st Ave., Denver Colorado 80206 June 1979 to January 1989

Managed closing operations for residential real estate and mortgage loan transactions for Home Office and 8 branch offices in Colorado 
Responsible for the interviewing, hiring, training, and work performance evaluation of closing personnel 
Assembled annual budget forecast of salary administration and production costs

Organized staff development and training programs

Negotiated and processed potential escrow losses

Interfaced with customer development and problem solving

Administered company policies and procedures

Closed residential/ commercial transactions as needed

CLOSER TRAINEE AND ASSISTANT
Lawyers Title of Central Colorado, Aurora, CO 4/78 to 6/79
Capitol Title, Houston, Texas 1/77 to 1/78
Transamerica Title Insurance Company Denver, Co 10/72 to 9/77
Performed general office and receptionist duties

Processed and closed Builder and Real Estate Transactions

Prepared closing documentation and processed title insurance applications

EDUCATION

Trenton Junior College Trenton Mo and Northwest Missouri State College  Maryville, Mo Two Years of Study - Elementary Education

Arapahoe Community College - Human Resources, Word Processing, Windows Applications, Management and Leadership Development

Jones Real Estate College - Real Estate Law,
Title Insurance License  
Notary Public for Colorado
